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PEltFORHANCE APURAISAL UNDER THE PERFORMANCE MANAGEMENT SYSTEM 

f. This Mrective: 
PURPOSE 

A. Establishhe a too l  f o r  managers t o  use by l inking 
performance appra i sa l s  t o  personnel ec t ions  ; i.e., promotions, 
reassignments, vFthin-grade increases  ( W C I ) ,  merit  increases  , - 
performance awards, qua l i t y  s t e p  increaees  , removals, 
reducriona-fa-grade , remnt ion  under reduction-in-f orce 
procedures, and train- . 
B. Provides a Guide of basic  regulat ions and procedures t o  be 
followhd i n  the Performance Management Process. The Guide 
a l so  out l ine8 basic  r e spons ib i l i t i e s  of APHIS employees under 
the Perfovance Management System. . 

X I .  This Mrec t ive  .replaces APHIS Bul le t in  87-13, dated 8/27/87, 
REPLACENEW e n t i t l e d  Performance Appraisal under the Performance 

. . HIBILIGHTS Management System. 

111. 
SCOPE 

IV. 
FOLICY 

The Performance Managenrent System appl ies  t o  a l l  APHIS 
employees- ! focluding Foreign Service and Senior Foreign 
Service employees) unless s p e c i f i c a l l y  excluded in  the 
attached Guide. 

. - 
It i s  APHIS pol icy t o  fo l l ou  the USDA Performance Management 
System and to  r a t e  employees f a i r l y  and equi tably i n  l i n e  wi th  
the pr lac ip les  s t a t ed  in the Department's Plan. 

Operating guidel ines  f o r  the APHIS Perf ormmce Hanagemen t 
System are  given in the attached guide. 

VI. A. The guide includes operating procedures and 
HOW TO USE THE r e a p o n a i b i l i t i e e ~  f o r  the Performance Management System. A 
GUIDE Table of Contents is  included fo r  help i n  locat ing 

information. 



1. Chapter 1 of the Perfo-aIce Management Guide conta(n8 a 
glossary of p r f o n a a c e  mmagement and n l a t e d  te, \~hich 1. 

-.,.helpful in understanding the meaning of terms a d  p h r a ~ s  
used in p r f o n a a c e  l a m  and regulations. 
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CHAPTER 1 GENERAL INPOB~ATION 

The Performance Management ~ ~ s t e m ? l a n  a p p l i e s  t o  a l l  APHIS employees 
( including Foreign Service (FS) and Senior Foreign Service  (SFS) employees) 
unless s p e c i f i c a l l y  excluded below. 

A Persons who a r e  employed in the  following non-Performance kaagement and 
Recognition System (PMRS) p o s i t i o n s  a r e  excluded when employed under 

I appointments l i m i t e d  t o  1 year  o r  l e s s  ot when employees a r e  serving on 
i n t e r m i t t e n t  t o u r s  of duty: - 

1. Posi t ions  f i l l e d  under 5 CFB 213.3102 (g)  when occupied by nontemporary 
part-time o r  i n t e r m i t t e n t  employees whoee compensation during h i s /he r  s e r v i c e  
year w i l l  aggregate no more than 402 of the  annual s a l a r y  r a t e  f o r  the f i r s t  
s t e p  of grade GS-3. 

2. Pos i t ions  f i l l e d  under 5 CFB 213.3102 (k) when occupied by employees t o  
whom no compensation is  paid. 

3. Pos i t ions  f i l l e d  under 5 CPR 213.3102 (1) when occupied by s c i e n t i f i c ,  
. , profess ional ,  o r  technical  e x p e r t s  f o r  consu l ta t ion  purposes. 

. 4. Pos i t ions  f i l l e d  under 5 CFR 213.3102 (0)  when occupied by f a c u l t y  
members. 

5. Pos i t ions  f i l l e d  under 5 CFR 213.3102 (p) when occupied by graduate 
(,- students.  

-. - 
6. Pos i t ions  f i l l e d  under 5 CFR 212.3102 (q) when occupied by s tuden t s  

working i n t e r m i t t e n t l y  o r  on a part-time b a s i s  while a t t end ing  school. 
However, t h i s  exclus ion does n o t  app ly  t o  any p o s i t i o n  occupied by a 
cooperative s tuden t  who may become e l i g i b l e  f o r  noncompetitive conversion t o  a 
competitive s e r v i c e  appointment. 

7. Pos i t ions  f i l l e d  under 5 CFR 213.3102 (v) when occupied by temporary 
sumplet a ids .  

8. Seasonal pos i t ions  f i l l e d  under 5 CFR 213.3102 ( y )  when occupied by 
f i n a l i s t s  i n  n a t i o n a l  science c o n t e s t s .  

B. Persons who a r e  employed i n  the  following non-PMRS pos i t ions  when f i l l e d  by 
ind iv idua l s  who a r e  expected t o  work l e s s  than 120 consecutive calendar days 
f o r  the same superv i sor  under an appointment l imi ted  t o  1 year o r  l e s s :  

1. Pos i t ions  f i l l e d  under 5 CFR 213.3113 ( a ) ( 5 )  when occupied by S t a t e  
performance a s s i s t a n t s ,  f i e l d  a s s i s t a n t s ,  o r  f o r e s t  workers, except t h a t  this 
exclusion a p p l i e s  f o r  up t o  220 working days i n  a s e r v i c e  year when pos i t ions  
a r e  occupied by ind iv idua l s  providing emergency se rv ices .  



2. Posi t ions  FLLLed under 5 CFR 213.3102 (v) when occupied by studenr.; 
appointed under the Stay-in-School Progrsm. 

C. Persons em'ployed fn pos i t ions  i n  the excepted s e rv i ce  f o r  which employment 
i s  not reasonably expected to  exceed 120 calendar days i n  a conbecutive 
12-month period. 

Although t he  above group of employees i s  exempted from the requirements of  t h i s  
User Guide, t h a t  exemption does no t  p roh ib i t  the Agency from maf Q tatntrtg 
records of work, nor does i t  prevent the Agency from recc~mmending o r  taking 
adminis t ra t ive  ac t ion  involving such personnel. Supervisors a r e  s t rong ly  
encouraged to  maintain s tandards  of expected performance f o r  these employees. 

A. Appraisal Period. The period of time es tab l i shed  by an app ra i s a l  spstem 
f o r  Ghfch an employee's perfomance w i l l  be reviewed. The appra i sa l  period f o r  
APHIS employees i s  October 1 t o  September 30, except f o r  FS employees. The 
appra i sa l  period f o r  the FS and SFS is  Ju ly  1 t o  June 30. 

B. Appraisal Unit. The weighted value assigned t o  c r i t i c a l  and nonc r i t i c a l  
elements . 
C. Decision Table. A matr ix  w e d  f o r  der iving a summary r a t i ng  from app ra i s a l  
of individual  elements. (See Chapter 2, Table 1,) 

D. C r i t i c a l  Element. A component of a posi t ion cons i s t ing  of one o r  more 
d u t i e s  and r e s p o n s i b i l i t i e s  which con t r ibu tes  toward accomplishing 
organizat ional  goa l s  and ob jec t ives .  A c r i t i c a l  elemea t i s  of  such importance 
t h a t  "Unacceptable" ( f o r  SES "Unsatisfactory") performance on the  element would 
r e s u l t  i n  "Unacceptable" ("Unsatisfactory") performance i n  the posi t ion,  

E. Element Rating. The l e v e l  of perfonnance on each ind iv idua l  element 
determined by comparing accomplishments t o  the performance standard. Element 
ra t ing  l e v e l s  a re :  "Exceeds Ful ly  Successful ," "Fully Successful ," and "Does 
Not Meet Fu l ly  Successful ." 
F. Non-critical Element. A component of an employee's posi t ion which does no t  
meet the d e f i n i t i o n  of a c r i t i c a l  element, but i s  of s u f f i c i e n t  importance t o  
warrant wr i t t en  appra i sa l  and the assignment of  an element ra t ing .  

G. Performance Management System. The t o t a l  process of i n t eg r a t i ng  
performance, pay, and incen t ive  systems with bas ic  management funct ions  t o  
improve ind iv idua l  and organ iza t iona l  effect iveness .  The performance appra i sa l  
process i s  b a s i t  to  the foundation of performance management. 

H. Performance Management and Recognition System (PMRS). The system t h a t  
app l ies  t o  employees i n  pos i t ions  meeting the d e f i n i t i o n  of "supervisor" o r  
"management offLcla1" a s  defined in 5 U.S.C. 7103 (a ) (10)  and (11) and who a r e  
c l a s s i f i e d  a t  grade l e v e l s  13, 14, o r  15. 

I. Performance Plan. The wri t t en  c r i t i c a l  and nonc r i t i c a l  elements and 
performance s tandard(s )  of the  employee's posit ion.  - 
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J. Performance Standard. The expected level of performance established by 
management for  6. c.rit ica1 or noncri t ical  element a t  a par t icu lar  r s t fng  level. 

K. Bating Official .  The individual who is responsible fo r  informing thc 
employee of perf ormauce elements Cboth c r i t i c a l  and n o ~ c r i t i c a l  ) of Msjhcr  
position, establ ishing performance standards f o r  those elements, appraising 
performance, and assigning the perfotmance rating. Normally, this is the 
employee's immediate supervisor . 
L. Rating of Record. The summary ra t ing  required a t  the time specffied in 
this issuance, o r  a t  such other  times specffied f o r  special circuurteocer. Far 

employees, this includes the vtf ttm notice a t  any time that en &ployee'~ - 
performance F s  "acceptable" an one or  more c r i t i c a l  elements. 

H. Bevieving Official .  The supervisor vho assigns, controls ,  and is 
responsible fo r  the work of the rat ing o f f i c i a l ,  normally the ra t ing  of f ic ia l ' s  
itmediate supervisor and the employee's second leve l  supervisor. In thc event 
tha t  the position of "Beviewing Official" is vacant, the next h i g h r  lwel 
o f f i c i a l  in the chain of command may serve in this capacity. 

N. Summary Rating. The wri t ten record of performance, the appraisal  of each 
c r i t i c a l  and noncr i t ica l  element, and the assignment of a strrmmary rat ing level.  
Summary ra t ing  l e v e l s  are "Outstanding ," "Superior ," "Fully Successful ," 
"Marginal," aud "Unacceptable." (See Chapter 2, Tables 1 end 2.) 

111. RESPONSIBILITIES 

A. Supervisors/Managers s h a l l  : 

I 1. Review performance appraisal  elements and standards a t  the beginning of 
the appraisal  period and indicate  concurrence by signing t h e  performance plau. 

2. Review ra t ings  assigned employees by lower leve l  supervisors pr ior  to  
the discussion be tween the supervisor and the employee. 

3. Change ra t ings ,  when appropriate and necessary, a f t e r  consul ta t ion  with 
rat ing supervisor. The reasons f o r  any changes should be substantiated and 
documented . 

4. Sign the performance evaluation. Both the supervisor's and the 
reviewing o f f i c i a l ' s  s ignatures  should precede the employee's signature. When 
this i s  not possible ,  provide documentation that  the reviewing o f f i c i a l  
reviewed and concurred with the evaluation prior to  the discussion w i t h  the 
employee. 

5. Designate a d i s t r ibu t ion  point and make proper d i s t r ibu t ion  of Form 
AD-435, Performance Appraisal, and review the form f o r  accuracy and 
completeness. 

6. Fasure tha t  evaluations are conducted f o r  a l l  employees covered by this 
Guide . 
The above r e spons ib i l i t i e s  may be redelegated to lower management l eve l s  above 
the rat ing supervisor level .  



B. Rating Supervisors sha l l :  . 

1, Eatablieh performance elements aad standards fn  consultation v i t h  
employees. 

2, Submit performance elements and standards t o  higher l eve l  supervisors  
f o r  revfew, and f o r  resolut ion vhen disagreemen t e  occur, 

3. Rov ide  employees with wt i t t en  and signed performance elements and 
standards f o r  the position. 

4. Conduct mandatory semianoual progtase review6 t o  adviee employees of 
t h e i r  performance (this Lo t h e  m i t t h u m  teqslred). Quarterly revieva a r e  - 
encouraged. The supervisor and the empl-e shoald Lni t i a l  and da te  th 
appropriate block of form AD-435A t o  document t ha t  the progress review has 
taken place. 

5. Hain t a i n  information about employees' work assignments and performance, 
such a s  samples of employees' work productr and documentation of 
accomplishmen t e  showing t h e i r  progress. 

6. Submit performance appra i ra l  r a t i ngs  of record t o  reviewing o f f i c i a l  
f o r  concurrence and s ignature  before commurticating t h e m  to employees. 

, . Supervisors must a l so  submit a na r r a t i ve  appra i sa l  f o r  each FS and SFS member 
m d e r  thir  supervision. 

7. Submit completed Form AD-635, i n  t a c t ,  t o  designated d i s t r i b u t i o n  
points. 

Employees s h a l l  : 

1. Inform their supenrieors whenever they f e e l  t h e i r  assigned job tasks 
have changed s ign i f i c an t l y  from the standards t h a t  were es tabl ished f o r  the 
r a t i ng  period. 

2. Par t i c ipa t e  in the establishment of their petformkce elements and 
standards. 

3. Perform t h e i r  assigned du t i e s  and r e spons ib i l i t i e s  a t  o r  exceeding the 
es tabl ished "Fully Successful" level.  

D. FS Select ion Boards. The FS has tvo se lec t ion  boards. They a r e  the 
Intermediate Select ion Board end the  SFS Select ion Board. 

1. The Intermediate Select ion Board sha l l :  

a. Review and evaluate perfomctnce fo lde r s ,  completed AD-435'6, and 
nar ra t ive  appra i sa l s  of FS members i n  c l a s se s  FP-2 and below. 

b. Rank PS members i n  the order  of t h e i r  r e l a t i v e  merit, i n  accordance 
with the  Board's precepts;  and 



c. Hake recommendations fo r :  
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(17' Promotions t o  the nex t  higher c lass .  

(2) Meritorious step increases  and cash awards. 

(3 )  Denial of scheduled within-class increases  t o  members whose 
performance dur ing the most r e cen t  r a t i n g  period is deemed t o  be below the 
standard of performance of t h e i r  c lass .  

(4) I d e n t i f i c a t i o n  of employees t o  be considered f o r  possible  
s e l e d o n - o u t  f o r  poor perf onuance. 

2. The WS Selec t ion  Board s h a l l :  

a. Review and eva lua te  performance fo lders ,  completed AD-435'8, and 
na r r a t i ve  app ra i s a l s  of FS members i n  the SFS and in the FP-1 c l a s s  wi th  those 
of equivalent  Foreign Agr icu l tu ra l  Service  employees; 

b. Bank SPS members i n  the  order  of  their r e l a t i v e  merit, i n  
accordance wi th  the  Board's p recep ts ;  and 

c. Helce recommendations fo r :  - 
(1) Promotions t o  the next  higher c lass .  

(2) Award of performance pay t o  SFS career  members. 

( 3 )  Additional within-class s t e p  increases  f o r  espec ia I ly  
meritorious service .  - 

(4) Denial of within-class s t e p  increases  t o  members whose 
performance dur ing the most r e cen t  r a t i n g  period is deemed t o  be below the 
standards of performance of t h e i r  c lass .  

( 5 )  Members t o  be considered f o r  possible  selection-out f o r  poor 
performance. 

3. The Performance Standards Board (PSB) s h a l l  be convened t o  
independently determine on the b a s i s  of t h e i r  precepts whether re fe r red  ca reer  
o r  ca reer  candidate members of t he  Service  should be mandatorily r e t i r e d  f o r  
f a i l u r e  t o  meet the  "standards of performance f o r  t he i r  class." Members who 
wish to chal lenge a PSB designat ion f o r  selection-out may appeal t o  a Special  
Review Board o r  f i l e  a grievance in accordance with 3 Foreign Affa i r s  Manual 
(FAM) 660. 

4. The Special  Review Board (SRB) s h a l l  be convened to  conduct an 
adminis t ra t ive  review of PSB dec i s i ons  t o  mandatorily r e t i r e  ca reer  members of . 
the FS when requested by members. Members of t he  Service i den t i f i ed  f o r  
se lec t ion  ou t  w i l l  be r e t i r e d  from the Service unless such act ion is reversed 
through the appeal process. 



E. The Human Resources Division sha l l :  
. . 

1. Develop policy, conduct reviews, and provide advice to Field Personnel 
Services, Washington Personnel Services, Begional Employee Relatioas 
Special is ts ,  and the Foreign Prograae Support Staff.  

2. kgo t i a t e / consu l t  with recognized labor organizations on appropriate 
aspects of t h e  perfonaance appraisal  system. 

F. Regional Employee Relations Specialists:  

1. Provide spec i f ic  guidel ines t o  m a g e r a  oa the development and review 
of perfomsnce standards. 

- 
2. Review. Performance Ratings f o r  conformance with requirements before 

transmittal  t o  FSO. 



*. 
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CHAPTER 2 ... APPRAISAL R E Q U m N T S  

1. P E B F O W E  ELEWEblTS AND STANMRDS 
0 

A. Methods. Performance elements and standards a r e  es tab l i shed  using posi t ion 
descr ip t ions ,  work p lans ,  i n s t r u c t i o n s ,  p ro jec t  p toposals ,  goa l s ,  t a r g e t s ,  job 
analyses,  equal  employment opportuni ty  a c t i on  plans ,  ind iv idua l  development 
plans, and any o the r  source t h a t  ass igns  o r  f i x e s  r e spons ib i l i t y  f o r  
accomplishment of work. 

B. Number of Elements. A minimum of 3 elements must be used, but normally no 
more than 10 alemen ts w i l l  be used. At least one, but n o t  all  elements, must - 
be i den t i f i ed  a s  c r i t i c a l .  HOTE: An employee cannot be r a t ed  unless  a t  l e a s t  
three  elements have been performed. 

C. Use of Subelements. Subelements say  no t  be  used. Wouever, t h i s  
r e s t r i c t i o n  does n o t  preclude f u r t h e r  spec i f i ca t ions  of work within an element 
a s  long a s  on ly  one ra t ing  l e v e l  is assigned per element. 

D. Performance Standards. Performance standards need only be defined a t  the 
expected l e v e l  of performance which i s  "Fully Successful." The absence of a 
wri t ten s tandard a t  the "Exceeds" o r  "Does Not Meet" l eve l  w i l l  no t  preclude 
the assignment of an element r a t i n g  a t  those l eve l s .  Each standard should be 
s t a t ed  c l e a r l y  so  that the superv i sor  and employee understand what is expected 
and can determine whether the standard has been met. The s p e c i f i c  ind ica tors  
of quant i ty ,  q u a l i t y ,  t imel iness ,  manner-of-performance, o r  cost-effectiveness 
may be used to  evaluate  performance. Performance can be determined by counts 
of work processed,  spot-checks of work, review of f i n a l  product, o r  number of 
val id  complaints received. A quant i - ta t ive  measure of what an employee has 
accomplished may be expressed i n  terms of ou tpu t ,  such a s  number of cases  
processed o r  c losed ,  i tems produced, and amollnt of time used. Qual i ta t ive  
measures may inc lude  such t h ings  a s  the number of i tems r e j ec t ed ,  
recommendations adopted,  c l a r i t y  of repor t s ,  va l id  complaints received, o r  
e r r o r s  made. Standards may a l s o  be based on observable work behavior (how a 
job i s  done, r a t h e r  than what is  accomplished). 

11. GENERIC ELlIHENTS AND STANDARDS 

A. Where t he r e  a r e  l i k e  o r  i d e n t i c a l  pos i t ions ,  gener ic  c r i t i c a l  and 
nonc r i t i c a l  elements and performance standards may be developed. 

B. While l i k e  pos i t ions  a r e  assigned similar o r  i d e n t i c a l  d u t i e s  and 
r e s p o n s i b i l i t i e s ,  the  s p e c i f i c  number, degree, o r  o ther  i nd i ca to r s  of output i n  
the f i n a l  performance s tandards  may vary f o r  individual  posi t ions .  For 
example, while two pos i t ions  i n  the same agency may both have a r e spons ib i l i t y  
and a s im i l a r  element f o r  conducting inspect ions ,  the  number of inspect ions  per 
inspector  may vary from one l oca t i on  t o  another,  depending on f ac to r s  such a s  
t r ave l  time requ i red ,  type of inspec t ions  t o  be conducted, e t c .  Further,  one 
of these employees may have an add i t i ona l  assigned r e spons ib i l i t y  no t  found in 
the other  job. Thus, while the elements and s tandards  f o r  l i k e  o r  i den t i c a l  
posi t ions  a r e  s i m i l a r ,  the r a t i n g  o f f i c i a l  must seek t o  t a i l o r  generic elements 
and s tandards  t o  the individual  job s i tua t ion .  



111. APPBAISAL PROCESS 

A. Eoployea..Earticf pation i n  Establ ishing Elements and Standards. Elements 
and standards must be based on an employee's posit ion.  The i d en t i f i c a t i on  of 
performance elements and es tabl ishmeut  of ~ r fonmcmce  s tandards  requ i res  j oin t 
par t i c ipa t ion  of the  supervisor  and the employee. Jaint par t i c ipa t ion  may be 
accomplished by means including,  but  n o t  1Lnited to, t h e  following: 

1, Eoployee and supervisor  diacuas  and develop the performance plan 
together,  

2. Employee provides supe rv i so t  w%th s d r a f t  petformcince plan,  
- 

3. FQployee coaments on d r a f t  performauce pl-. prepated by the superv i sor ,  
o r  

4. Employee prepares perfommrce plan w i th  o the r  employees who occupy 
s imi la r  posi t ioas .  

Final au thor i ty  f o r  e s t ab l i sh ing  elements and s tandards  r e s t s  u f t h  t h e  f i r s t  
and second l eve l  superviso re. 

Be Coamnmication of Performance Plans. 

1. Within 30 days of the  beginning of each app ra i s a l  period,  the 
supervisor s h e l l  communicate t o  the  employee wr i t t en  performence elements and 
standards f o r  the  posi t ion.  Forms AD-435A and B s h e l l  be used f o r  this 
purpose (see  Chapter 4, Tqbles 1 and 2, f o r  examples). A copy of the elements 
and standards must be provided to  t h e  revieving o f f i c i a l  f o r  approval. Reviews - 
of performance plans a r e  made t o  ensure appropria te  l e v e l s  of qua l i t y  and 'l 
d i f f i c u l t y  of performance s tandards  within each employee's plan. Each program . 
should determine i t s  own procedures f o r  these reviews-and publish t h e m  
i n t e r n a l l y  within 30 days of the  beginning of the  appra i sa l  period. 

The communication of performance s tandards  between the. r a t i n g  o f f i c i a l  and the  
employee s h a l l  include,  t o  the the  e x t e n t  p rac t icab le ,  face-to-face 
discussions.  Al te rna t ives  t o  f a c e  to-face d i s c u a s i o ~ s  include telephone 
conve:%ations o r  l o c a l  meetings with groups of employees vho occupy s i m i l a r  o r  
iden t i c a l  pos2 t i ons  . 

2. Within 30 days of an employee's assignment to  a pos i t ion  (e.g., 
promotion, temporary promotion o r  d e t a i l  f o r  120 days o r  more, teassignmen t , o r  
t r an s f e r ) ,  wr i t t en  perfomance elements and s tandards  s h a l l  be e s t ab l i shed ,  
approved by the reviewing o f f i c i a l  , communicated, and a copy provided t o  the 
employee. 

3. Performance elements and s tandards  s h a l l  be rees tabl ished o r  revised 
each t i m e  a work assignment changes s i g n i f i c a n t l y ,  whether o r  not t h e  work 
assignment change requ i res  a personnel action.  Employees must be informed and 
provided an opportunity t o  p a r t i c i p a t e  i n  any rev i s ions  and changes made to  
t h e i r  wr i t t en  elements and standards.  Employees must be afforded an 
opportunity t o  perform under rees tab l i shed  o r  revised s tandards  f o r  a minimum 
of 90 days. - 
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C. The Appraisal Perfod. The appra i sa l  period is normally 12 months. Ninety 
days is  t h e  min&mum amount o f  time in which a supervisor can make m objec t ive  
appraisal .  A r a t i ng  of record may no t  be given unless elements and s tandards  
have been es tab l i shed  cmd communicated to  the employee and the employee has 
served under those elements and a a n d a r d s  i n  the current  posi t ion f o r  at l e a s t  
90 days. This means that t h e  supervisor ,  the  reviewing o f f i c i a l ,  and the 
employee must have signed and dated the performance elements and s tandards  a t  
the bottom of the Form -3%. a t  least  90 days p r io r  t o  tk appra i sa l  date.  
Ratings may be based only on ac tua l  employee accomplishments; "presumptive" 
ra t ings  'of record a r e  prohibited.  

The appraisal-  period f o r  employees i s  October 1 t o  September 30, except f o r  FS 
and SPS employees. TRe- app ra i s a l  period f o r  the FS and SPS i s  Ju ly  1 t o  June 

- E 
30. 

IV.  PROGRESS BEVIEU 

Progress r e v k u s  s h a l l  take place 6 months from the beginning of the app ra i s a l  
cycle,  although qua r t e r l y  reviews are encouraged. Feedback from the r a t fng  
supervisor i s  required t o  ensure  t h a t  employees a r e  provided spec i f i c  
information about t h e i r  performance against  es tabl ished s tandards ,  and guidauce 
about areas  of performance needing improvement ( a s  well  a s  how improvement can 
be made) throughout the  app ra i s a l  period cycle. In addi t ion ,  such reviews can 
provide an opportunity f o r  comse l ing  w d  t ra in ing  to the successful  employee 
fo r  the purpose of developing more advanced skills f o r  po t en t i a l l y  more complex 
assignments. A progress review 'is n o t  i n  i t s e l f  a ra t ing.  

A. Appraisal Elements. A t h r e e  l e v e l  ra t ing  system w i l l  be used t o  appraise  
performance on each element. The th ree  element ra t ing  l e v e l s  a r e  "Exceeds 
Fully Successful ," "Fully Successful  ," and "Does Not Meet Fully Successful." 
To a s s i s t  supervisors  i n  making a dec i s ion  on employees' overa l l  performance, 
the following examples se rve  aa guidel ines:  

1, Exceeds Fu l ly  Successful.  This l e v e l  includes the range of performance 
which exceeds what is normally expected of an individual ,  Performance might 
include such i nd i ca to r s  as :  

a.  Others seek this individual 's  counsel based on demonstrated 
knowledge. 

b. Personal commitment to a high leve l  of performance is evident .  

c, Quality and t imel iness  of r e s u l t s  a r e  never in  quest ion,  even under 
challenglng circumstances. 

d.  Employee takes  i n i t i a t i v e  in iden t i fy ing  challenging work goa l s  and 
in mapping out so lu t iona  t o  achieve maximum resu l t s .  

e .  Accomplishments a r e  more than expected. 

f. Each job is done thoroughly and on a timely basis .  



g. Employee con t inua l ly  provides "extras," exceeding requ t remente, and 
needing p r ac t i c a l1  y no d i r ec t i on  o r  supervision. 

-\ 

h. +ployee t N n k s  beyond d e t a i l s  of the job ,  working toward the 
ove ra l l  ob jec t ive  of the organizat ional  mit .  

i. Decisions and ac t ions  have paid o f f  t o  a higher degree than would 
be expected. 

2. Ful ly  Successful performance is what is expected of the  majority o f  
employees. Some ind i ca to r s  of performwce a t  t h i s  l eve l  are:  

a. Employee almoet always completes work on schedule and demonstrates - a sound b a l a c e  between qua l i t y  and quantity. 

b. Employee p r i o r i t i z e s  problems and works w e l l ,  requir ing only normal 
supervision and fo l l owp .  

c. Errors  are rninimal w d  seldom repeated. 

3. Does Not Meet Ful ly  Successful. 

a. This l eve l  of performance includes a range of performance where, i f  
the same l e v e l  of work e f f ec t i venes s  ex i s ted  throughout the  organizat ional  
unit ,  some goa l s  would no t  be m e t .  Performance might include ind ica tors  such 
a s  : 

(1)  The employee may need pushing and followthrough but does the 
job under c lose  supervision. 

( 2 )  Employee cannot always be depended on t o  complete assignments 
- o r  perform s teady  work un less  supervisor  keeps checking. 

( 3 )  The employee has been on the job long enough t o  have shown 
"Fully Successful" performance but must be made aware of performance 
def ic ienc ies .  

(4) Employee would be b e t t e r  o f f  i n  some o ther  job v i t h  l e s s e r  
qua l i f i c a t i ons ,  and probably recognizes t h a t  the job i sn ' t  g e t t i ng  done. 

( 5 )  Employee f a i l s .  t o  grasp the  s i t u a t i o n  de sp i t e  numerous 
explanationa,  and the superv i sor  may have to redo o r  reass ign work because the 
employee's work had technical  o r  procedural e r r o r s  o r  omissions t h a t  a r e  not  
expected of workers a t  t h a t  grade leve l .  

( 6 )  Adverse comments may a r i s e  from c l i e n t s ,  indus t ry ,  o r  t rade 
concerning performance. 

b. An employee appraised "Does Not Meet Ful ly  Successful" i a  any 
c r i t i c a l  element must receive a summary r a t i ng  of "Unacceptable" and cor rec t ive  
ac t ion  must be taken cons i s t en t  w i  t h  Chapter 3, 11. , F. 

B. Documentation of Accomplishments o r  Deficiencies.  A t  the end of the 
appra i sa l  period,  the  r a t i n g  supervisor  documentkthe employee's performance on 
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Pons  AD-435A and B, (See Chapter 4 f o r  i l l u s t r a t i o n  of completed forms. 
Detailed instruct ions a r e  contained on the reverse of Fom AD435A.) 
Performance shall be documented a s  follows: 

1. The supervisor should bt notes refer r ing  to samples of work, 
completed proj ec ts o r  reports ,  production data,  d i r ec t  observation, feedback 
frao t N r d  party sources, o r  a record of s igni f icant  events as  they occur in 
the employee's performance. Such notes a r e  valuable in  recalling work done 
ea r l i e r  in  the appraisal period and ensure tha t  an appraisal is based on 
concrete evidence Icnoun to  the supervisor, 

2. If the performance is a t  the "Fully Successful" level,  the checkoff . - 
block may be used, and no wr i t ten  na r ra t ive  of perfomrace is required. 

3. When am element has been appraised "Does Not Meet Fully Succeraful," 
the rat ionale for  the decision muat be documented c i t ing  the specif ic  instaucea 
of performance. The documentation should cover when, where, what, and how the 
employee's fob perfotmrmce is def ic ient .  Instances, work products, o r  other 
performance problems leading the supervisor t o  conclude that  the perforamce 
"Does Not Meet Fully Succeseful" should be cited. If the performance indicates  
a lack of knowledge of regulatfons o r  technical expert ise,  this should be 
noted . 

4. A brief narrat ive describing instances of performance accomplishments 
shal l  be p rep red  for  element6 appraised "Exceeds Fully Successful" only when a 
summary rat ing of "Outstanding" is assigned. 

C. Sumnary Ratings. &ice the elements a re  appraised, the summary rat ing is 
calculated using the Decision Table and recorded on Form AD-435, The f ive  
required summary rat ing l eve l s  follow (see examples in Table 2): 

Outstanding. Performance which f a r  exceeds what is  normally expqcted. 
Performance on each element ( c r i t k c a l  and noncr i t ica l )  i s  rated a t  "bceeds 
Fully Successful." 

Superior. Performance beyond what i s  expected. There a re  more appraisal 
uni ts  a t  "Exceeds Fully Successful" than a t  " f i l l y  Successful" and none are 
below "Fully Successful." Performance a t  t h f s  level  demonstrates tha t  the 
employee seizes i n i t i a t i v e  in development and implementation of challenging 
work goals. Employee thinks beyond d e t a i l s  of the job, working toward the 
overall  objective of the organizat ional  unit .  

Fully Successful. Performance that  i s  expected of the majority of 
employees and does not  require s ign i f i can t  improvement. Any combination of 
appraisal uni ts  which f a l l s  between "SUPERIOR" and "MARGINAL" is considered to  
be "FULLY SUCCESSFUL" perf ormace.  Errors a re  minimal a d  seldom repeated. 
Employee p r io r i t i zes  problems and works well,  requiting only normal supervision 
and followup. Employee almost always completes work on schedule and 
demonstrates a sound balance between qual i ty  and quantity. 

Marginal. Performance which needs improvement to achieve the "Fully 
Successful" level.  



NOTE: A "Marginal" sumnary r a t i ng  can be derived only vhen a ra t ing  of "Does 
I 

Not Meet Fully Successful" is  assigned to noncri t ical  elements, and mote 
appraisal  unics--are a t  "Does No t  Meet" than a t  "Exceeds." The "Harginsl" l eve l  
is recognized substandard performance when the supervisor f e e l s  t h a t  a v e r a l l  
performance is  l e s s  than acceptable ,  and where improvement i s  expected. The 
employee is  not removed from the job, but any vithin-grade increase C W G I ) ,  o r  
merit increase fo r  PMRS employees, f o r  vhich the employee might be e l i g i b l e ,  
w i l l  be denied. 

Unacceptable. Performance which does not 6ee t establ ished "Fully 
~ucce6sful"  performance s taada tds  i n  one or  more c r i t i c a l  elements of the 
employee's position. 

- - 
' : 

D. Weights. The weighting of critical and aoncri t ic-d elem&ts i s  b d l t  fn to  
the Decision Table through the use of appraisal  m i t s ,  and automatically occurs 
when the Decision Table is wed  to  convert element ra t ings  t o  the sum~~ary  
rating. C r i t i c a l  elements shall be assigned No appraisal  u n i t s  and 
noncr i t i ca l  elements assigned oae appraisal  unit. 

E. Multiple Appraisals. Mult iple  appraisals  of performance made during the 
appraisal  period must be considered in deriving the employee's next r a t i ng  of 
record. The supervisor serving a t  the end of the appraisal  period completes 
and signs the  AD-435. If the  t o t a l  number of elements during the year is  less 
than 10, a l l  elements a r e  l i s t e d  on the AD-435, Rut, i f  the employee's t o t a l  
number of elements exceeds 10, the appraisal. supervisor (with input from 
previous supervisot(s)  irnd the employee) determines how t o  combine and weigh . 
the elements. 

i. Details,  Performance elements and standards s h a l l  be es tabl ished f o r  
an employee wtro is de t a i l ed  a t  temporarily promoted f o r  120 days o r  more t o  
another posi t ion in  the  Agency o r  the Department. The supervisor responsible 
fo r  the d e t a i l  o r  temporary promotion s h a l l  prepare elements and standards and 
communicate them in wri t ing t o  the employee within 30 days of the s t a r t  of the 
d e t a i l  o r  temporary promotion. A summary rat ing s h a l l  be prepared t o  document 
the employee's accomplishments a t  t h e  end of the d e t a i l  o r  temporary promotion 
and forvarded to the employee's supervisor fo r  appropriate consideration. 

When d e t a i l s  a r e  less than 120 days i n  duration, wri t ten performance elements 
and standards a r e  no t  required,  but some documented record of performance 
should be kept and provided to  the employee's permanent supervisor. When an 
employee is de ta i led  outs ide of the Department, a reasonable e f f o r t  muat be 
made to obtain appraisal  information from the outside orgaaization. 

2. Developmental Assignments. When an employee pa r t i c ipa t e s  i n  
developmental programs, such a s  Upward Mobility, the Women's Executive 
Leadership Program, the Senior Executive Service Career Developmen t 
Program/Senior Management Preparation Program, etc., supervisors m u s t  seek 
input from the supervisor of the developmental assignment and have some 
documented record of performance. h employee in one of these programs w i l l  
rotate  through d i f f e r e n t  o f f i c e s  and the duration may be l e s s  than 90 days. 
This w i l l  enable the supervisor to adequately assess  employee accomplishments 
during the appraisal  period. 
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3. Change i n  Supervisors. When an employee works under d i f f e r e n t  
supervisors dtrrfng the app ra i s a l  per iod,  each supervisor  of 90 days o r  more 
s h a l l  prepare a summary r a t i n g  cmd f o m r d  i t  f o r  appropria te  considerat ion t o  
the employee's supervisor,  - 

4, Pos i t ion  Changes. When an employee changes pos i t ions  during the 
appraisal  period and haa aerved f o r  the  m i n i m u m  appra i sa l  period i n  the  o ld  
posi t ion,  a  summary r a t i ng  sha l l .  be prepared and taken i n t o  consideration when 
der iving the  nex t  r a t i n g  of record. 

5. T r m s f e r  of Ratinq. If aa employee mover t o  a  new agency, department, . 
o r  new organ iza t iona l  =it a t  any time durlng the appra i sa l  period,  a  summary - 
racing must be prepared.aad trcrrsfarred with  a  copy o f  the  emplo*e's 
performance s tandards  i n  the h p l o y e e  Pe r fommce  F i l e  (EPP) to the gaining 
un i t  (see Chapter 4, C.). Thie a p p r a t s a l  must be taken i n t o  considerat ion by 
the gainfng organizat ion when de r i v ing  the next r a t i n g  of record,  

F, I n a b i l i t y  to  Rate. When a r a t i n g  of record cannot be prepared, the 
appra i sa l  period shall be extended f o r  the amomt of t i m e  ncrcessary t o  meet the  
m i n i m u m  appra i sa l  period, a t  which time a r a t i ng  of record s h a l l  be prepared. 
For PMRS employees c a l l  your se rv ic ing  personnel o f f ice .  

G. Appraisal of Disabled Veterans. The performance app ra i s a l  md  resu l t ing  
ra t ing  of a  d i sab led  veteran may n o t  be lovered because the  veteran has been 
absent from work t o  seek m e d i c d  treatment a s  s t a t ed  in Executive Order 5396. 

H. Conversions. When an employee's posi t ion is converted from another Federal 
pay system u i t h  no change i n  d u t i e s  o r  r e s p o n s i b i l i t i e s ,  the  employee's r a t i ng  
of record wi.11 be considered to  have been based on the  pos i t ion  vhich the  
employee occupies a f t e r  the  conversion. 

I. Co l l a t e r a l  Duties. An employee performing o f f i c i a l l y  assigned c o l l a t e r a l  
du t i e s  m u s t  be given a  performance appra i sa l  which r e f l e c t s  both the primary 
d u t i e s  and r e s p o n s i b i l i t i e s  and the  c o l l a t e r a l  du t i e s ,  This i s  a j o i n t  
r e spons ib i l i t y  of the primary superv i sor  and the c o l l a t e r a l  du ty  superviaor. 

3, &Iployee's Ce r t i f i c a t i on .  Af t e r  obtaining the  concurrence of tha reviewing 
o f f i c i a l ,  the  superv i sor  s h a l l  r w i e v  the approved r a t i ng  of record u i t h  the 
employee. The employee's s i gna tu r e  on Form AD-435 s h a l l  se rve  a s  c e r t i f i c a t i o n  
t h a t  such a d i scuss ion  took place.  If t h i s  d iscussion cannot be held, the  
supervisor s h a l l  document the reason on Form AD-435. 

NOTE: Appraisal forms f o r  PMRS employees must be forwarded t o  the Funding Unit 
Manager by the  Reviewing O f f i c i a l .  The Funding Unit Manager w i l l  forward the 
o r i g ina l  copy o f  the AD-435 to  FSO and the remaining copies  back t o  the 
reviewfag o f f i c i a l  f o r  d i s t r i b u t i o n  t o  f i r s t - l e v e l  supervisors .  Supervisors 
v i l l  then meet with ind iv idua l  employees t o  discuss  the  app ra i s a l  and to  obtain  
the employee's s igna ture  on the  AD-435. 
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CHAPTER 3 " " APPEAIS AND RELhTeD PEBSONNEL ACTIONS 

I. GRIEVANCES - 
A. PMRS (GM) employee grievances a r e  handled through dispute  resolut ion 
procedures. Agency EURS employees should consul t  APHIS Directive 460.5, 
Administrative Grievance Procedure, f o r  guidance. 

B. Non-PMRS (GS and WG) employee grievances a r e  handled in accordance with  the  
procedures contained in APHIS Direc t ive  460.5, o r  in accordance with the  
negot ia ted grievance procedures m d e r  the con t rac t  when there  i s  an employee - 
organization representing emplopces. Iiowver , only one procedure may be used 

' 

by the  employee. 

C. FS and SFS employees may f i l e  a grievance i n  accordance with 3 PAM 660. 

D. SES employees cannot g r ieve  t h e i r  performance ra t ings .  

11, LINKAGE TO OTBKB PERSONHEL ACTIONS AND DECISIONS 

Performance appra i sa l s  a r e  used a s  a b a s i s  f o r  the  spec i f i ed  personnel ac t ions  
below: 

A. W G I .  An e l i g i b l e  employee may be granted a WGI only when the employee's 
r a t i n g o f  record i s  "Fully Successful" o r  be t t e r .  The decis ion to g r an t  o r  
withhold a WGI i s  based upon the  employee's r a t i n g  of record vi thin  the 
appropriate waiting period. When a WGI  decis ion is n o t  cons i s ten t  wi th  the  
employee's most recent  r a t i n g  of record,  a more cur ren t  r a t i ng  of record m u s t  

- -be prepared. 

B. Promotion. Performance r a t i n g s  s h a l l  be considered i n  evaluating an 
employee f o r  promo tion and/or reassignment t o  a pos i t ion  with g rea te r  promo t ion  
potent ia l .  An employee s h a l l  only be considered f o r  a ca reer  promotion when 
the cur ren t  r a t i n g  of record is "Fully Successful" o r  higher ,  and the employee 
has demonstrated the a b i l i t y  t o  perform a t  the nex t  higher grade level .  An 
employee may be given an advisory r a t i n g ,  f o r  Merit Promotion purposes only,  i f  
hefshe has n o t  been under wr i t t en  performance elements and standards f o r  the 
minimum appra i sa l  period necessary t o  give the employee a ra t ing  of record 
( i .e .  90 days) the employee does n o t  have a r a t i n g  of record from the 
previous r a t i n g  period. This r a t i n g  may no t  be used a s  a r a t i n g  of record and 
is  s t r i c t l y  f o r  use when a supervisory appra i sa l  is required f o r  ra t ing  under 
Merit Promotion procedures. 

C. Training and Development. The performance appra i sa l  process may be used a s  
a bas i s  f o r  determining the t r a i n ing  needs of employees. 

D. Pay Incireases and Performance Awards. Performance r a t i n g s  sha l l  be used a s  
a ba s i s  f o r  grant ing pay increases  and performance awards. 

E. Reduction-in-Force. Performance r a t i ngs  a r e  used t o  estab1is.h se rv ice  
c r e d i t  f o r  reduction-in-force (RIF) purposes. For RIF purposes, ' . rat ing of 
record means an annual summary r a t i n g  required a t  the time specif ied i n  t h i s  



plan. An employee v i l l  no t  be dssigned a nev r a t i ng  of record f o r  the so l e  
purpose of a f fec t ing  his /her  re ten t ion  standing. Performance r a t i ngs  t h a t  vere 
due before the da te  of s p e c i f i c  RIF no t ices  but were not  o f f i c i a l l y  approved 
and put on record u n t i l  on o r  a f t e r  the date  of the  spec i f i c  not ices  a r e  no t  
used to determine addi t iona l  se rv ice  c r ed i t .  The servicing pereounel o f f i c e  
w i l l  e s t ab l i sh  a cutoff  da t e  fo r  r ece ip t  of r a t i ngs  of record when a RIF w i l l  
occur a t  o r  near the c lose  of an appra i sa l  period. 

F. Less than "Fully Successf ul" Performance. 

1. Unacceptable Performance. Not i f icat ion t h a t  performance "Does Not Meet 
Fully Successful" l eve l  in any c r i t i c a l  element can occur a t  any time fo l lowing .  
the implementation of performance elements and standards. The employee muat be - - 
afforded a reasonable opportuui ty  period t o  demonstrate performance 
improvement. (Supervisors should contact  tha Regional h p l o y e e  Ralations 
Spec ia l i s t  o r  the Employee Conduct and Labor Relations Program, ae appropria te  , 
f o r  guidance.) A t  a m i n i m u m ,  the  fo l lov ing  w i l l  be communicated t o  the employee 
i n  writ ing : 

a.  The employee has u n t i l  the  end of the  opportunity period of 
performance observation to  improve h i s /her  performance t o  a l eve l  which 
j u s t i f i e s  re ten t ion  in  the  posi t ion.  

b. An explauation of the  perfomance element(s) and s tandard(s)  in  
which the employee's performance "Does Not Meet Ful ly  Succeesful" level .  I 

I 

c. Specif ic  goa ls  i n  terms of time and r e s u l t s  expected f o r  l e v e l s  of 
progress aga ins t  each performance standard where improvement i s  needed, advice 
about what the employee must do to  bring his /her  performance up t o  the "Fully - 
Successful" l e v e l ,  and per iodic  counseling and review of work by the 
supervisor. 

2. Marginal Performance. When it is  noted t h a t  any a rea  of an employee's 
job performance needs improvement, the  supervisor s h a l l  d iscuss  the need f o r  
improvement with the employee. The discussion should include the supervisor's 
guidance regarding s p e c i f i c  a c t i ons  which should be taken by both p a r t i e s  t o  
improve the employee's perf ormance. Informal performance improvement e f f o r t s  
should be i n i t i a t e d  immediately a f t e r  the supervisor no tee  the  need f o r  
improvement. The supervisor  should not  wait u n t i l  performance de t e r i o r a t e s  t o  
an "Unacceptable" level .  

3. Completion of Opportunity Period. 

a. If the employee's performance remains "Unacceptable" a f t e r  the 
opportunity period, mauagement must reduce i n  grade,  reass ign,  o r  remove the 
employee. 

b. If  a PMRS employee's "Unacceptable" performance improves t o  the 
"Marginal" l e v e l ,  but no t  t o  the "Fully Successful" l e v e l ,  the employee, i f  no t  
reassigned, s h a l l  undergo an addi t iona l  opportunity period to  demonstrate 
"Fully Successful" performance. 



User's Guide 
APHIS Direct ive 462.1 
12/7/88 

-.,. 8.- 

CHAPTER 4 FOBnS AND BECOEDS 

A. Appraisal Forms. Appraisals m u s t  be recorded on Form AD-435, Performcmce 
Appraisal, and a copy provided to the employee. Performance elements and 
standards s h a l l  be docwented on Forms AD-435A and B. 

8. Filing Performance Ratings. Performance ra t ings  of record f o r  CS and CM 
employees and the perfonnauce plans on wfiich the rat ings a r e  based must be 
f i l e d  in  the EPF. - 

- 
Performance rat ings f o r  FS and SFS employees are f i l e d  i n  the  Foreign Service 
Official  Personnel Performance Folder. 

C. Transfer of Performance Ratings. 

1. When an employee leaves the organization through t r ans fe r ,  termination, 
o r  resignation, supervisors should prepare a summary rat ing f o r  tht employee. 
A l l  performance ra t ings  of record t h a t  a r e  3 years old o r  l e s s ,  including the f/4+., 

performance elements and standards on which the most recent rat ing was based, 
and the summary rat ing must be f i l e d  in the Off ic ia l  Personnel Folder (OPF). 
For non-SES employees, a l l  performance rat ings and other performance re la ted  
records more than 3 years o ld  s h a l l  be deetroyed. SES appraisals  and records 
a re  maintained f a r  5 years. 

2. Authorized o f f i c i a l s  responsible fo r  the EPF must ensure t h a t  a l l  
performance ra t ings  of record 3 years old o r  less a r e  forvarded with the EPF 
through appropriate channels t o  the  servicing personnel o f f i ce  f o r  f i l i n g  in 
the OPF. Performance r a t ings  of record 5 years old o r  l e e s  must be forwarded 
fo r  SES employees. 
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PURPOSE OF CHANGE 

To c l a r i f y  examples of performance standards described in Tables 1 and - 2 
of Chapter 4 of the  Guide attached to  the Directive. 
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DATE 

/REMOVE 'fables 1, 2,. and 3 (undated) and INSERT revised Tables 1, 2 ,  and 
3 (dated 6/14/89).  

Distribution: ~ 0 3  Originating Office: - PCLR 



UNITED STATES DEPARTMENT OF AGRICULTURE 
TABLE 1 

PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 
(Instructions on reverse) 

_ I _  

"nw (bc. F h ,  M.I.) pay Plan. %I-. AqencylO~v~smn APPRAISAL PERlOO 
&&la -- ,- .OE, Jane MI~IS-H&I~-IIRIJ - - - - - - - 

nth Secretary-Typing ( GS-03 L 6-05 I 
2 PeMonYANaE ELEMENT ha (D..d.UwhWa-k-~hmhw~*-&ad * @CRITICAL ~ N O N C R I T I U L  

-hdawUhd-ntrrenaeJamwincd) 

Correspondence 

Reviews a l l  correspondence f o r  proper use of grammar, punctuat ion ,  
c a p i t a l i z a t i o n ,  format, and typographica l  e r r o r s .  Draf t  correspondence w i l l  
be r e tu rned  t o  employee no more than 1 o r  2 times ca c o r r e c t  e r r o r s  of t h i s  
kind. F i n a l  correspondence w i l l  con ta in  no typographica l  o r  nontechnica l  
e r r o r s .  Typing i s  re turned t o  o r i g i n a t o r  w i t h i n  1 day, workload permi t t ing .  
P repa res  gu ide l ines  on p repa ra t ion  o f  correspondence and g ives  i n s t r u c t i o n  
t o  o t h e r s  i n  proper  use  of grammar, punctuat ion ,  c a p i t a l i z a t i o n ,  and format. 

- 
No more than 1 o r  2 v a l i d  complaints  t h a t  employee f a i l e d  t o  g ive  i n s t r u c t i o n  
o r  gave o u t  i n c o r r e c t  informat ion  t o  o t h e r s  w i l l  be allowed. 

4. ELEMENT RATINQ(~t~ddIhrra~r~pnodcomplndwarpky'sprrfam~uvrllhstMdard 3 EXCEEDS G FULLY SUCCESSFUL 
r d ~ a a b r a r n a n g F a n n ~ a b c u t d m m n ~ u m r r n * )  C DOES NOT MEET 

Emvioyn'm Slgnmun 

CH- 1 
6/14/89 

Date 

Date 

1 0 -  OX-07 - Date 

a "OOGRESS REVIEWS fa kdst & ms; be c a n ~ k d  1 
+ems ln~tlalr and 0110 I I I I I 
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-.:- Table 2 

SUMMARY RATING EXAMPLES 

gtBPglOrS EL- I.8lm.s APPRAISAL mTS 

1. Critical Element Ful ly  Successful  2 
2. Critical Element Ful ly  Successful  2 
3. Noncri tkcal  Element Does Not )lee t 1 

RECAP: O; - appra i sa l  u n i t s  Exceeds 
4 - appra i sa l  u n i t s  Fu l ly  Successful  
1 - appra i sa l  u n i t  Does Not Meet 

This  summary r a t i n g  f a  Margiaal  because t h e r e  a r e  appra i sa l  u n i t s  a t  Does 
Not Meet (1) than at Exceeds ( 0 ) .  

?Kumms ~~ APPRAISAL OBITS 

1. Crit ical  Element Fu l ly  Succeesful  2 
2. Critical Element . Exceeds 2 
3. Noncr t t i ca l  Element E ~ c e e d a  1 
4. Noncr i t i ca l  Element Fu l ly  Successful  1 

RECAP: 3 - a p p r a i s a l  u n i t s  Exceeds 
- .  3 - a p p r a i s a l  u n i t s  F u l l y  Successful  

0 - a p p r a i s a l  u n i t s  Does Not Meet 

This  summary r a t l n g  is F u l l y  Succeesful  because i t  f a l l s  betveen d e f i n i t i o n s  of 
Super ior  and Marginal. 

1. C r i t i c a l  Element Exceeds 
2. Critical Element Exceeds 
3. NoncrL t i c a l  Element F u l l y  Successful  

RECAP: 4 - a p p r a i s a l  u n i t s  Exceeds 
1 - a p p r a i s a l  u n i t  Fu l ly  Succeaaful  
0 - appra iea l  u n i t s  Does Not Meet 

This summary r a t i n g  is Super ior  because more a p p r a f s a l  u n i t s  a r e  a t  Exceeds (4 )  
than a t  Ful ly  Succeesful  (1)  and none are below Fu l ly  Successful. 



TABLE 3 

Unltod States Department of Agrlcultum t s0cr.r ~ . c u d ~  NO. 2 PWIIW ~ w n b n  3 Pty ~ . n  4 OCCUO. ~ . n n  

Performance Appraisal 000-00-0000 Cs 0318 

WE, JANE I 05 /02  
I Olflctrr Porlllar rille I 9 O ~ q m ~ l ~ o n  S ~ r u ~ l u n  cam 

1 

WATLISVIUE, MD 1 I 
lrnmrcclola 

Blo*u 1 l l m ~ ~ k  10. completed A NFC. Blocks 158, 15C.. 150. Race ulwl putomme. 4 mtawng 
snoul~ bo WIWOCI and, il ruuaswy. conrelea. 2 I f f  en l iW e(.rMnlS bnd 1 lor mn-cnneai elemmls 

B l o ~  11. &MU h~dlng unel numeor. ~n roomodate caumn. 
Bla*llA. mu -1 d.mptlon ot D- aHrmll B)ockl 1SE. 1SF. 15G En1.c toW of ucn column. 
BIOCII 1% WWCll Wom.nc. dsmmta ~aonilllaa Bloclr ISM. Entat 1u.1 t m  1SE. 1SF nd IS - 
as erltM. Block 1(U. Qwck OH th. comer mnmafy RUng d W n M  in  QKl r~on .  

tau. ( 18BL 
Bloc*r 17 lkmugk 22. Wt.explanaioty. 

I 

14 
Pwlomla~lw Elammu 

I SORTS AND DISTRIBUTES MAIL I t 1 1 I 

1) 

CORRESPONDENCE 
2)  

t U  
Cl l t lu l  
Ei.nnnl 

I # )  

X 

3) 
O ~ C E  FILES AND RECORDS SYSTEMS 

4) 
MAINTAINS TIME AND ATPENDANCE RECORDS 

R I ~ I ~  ot ~upwlo; 11 no aimmint IS ntd In rsD: ISF 18 g n a t u  
mm and 1SE la g m a l r  than iSF. 
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2 
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X 

X 

1 
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and conduct: I have alscu.wd t n m  wttn my ruwmsor ana quastlons nave No 0 MbqtndY 
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Fully 
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